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Web URL Address:  https://apps.supremecourt.az.gov/casauploads/aspupload/ 
 
Once you enter the above site a security message MAY appear asking you if you want to accept 
the certificate.  Click Yes. 

 
 
 
Initial entry web page for the Volunteer / Coordinator web application: 
 

 
 
A person using the application for the first time will click on the New User option.  The 
following web page will open. 
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A new user’s email address should have already been created in the system.  Enter the email 
address provided to the coordinator or the AOC and then enter a password in the New Password 
field and type the same password in the Confirm Password field.   
 
The password must be a minimum of eight characters, maximum of 12 characters and must 
include at least one numeric character.  Also, the password cannot have the same exact string of 
characters to the left of the “@” sign in the email address (Example:  johndoe@yahoo.com – the 
password cannot be 1johndoe or johndoe1 it can however be j1ohndoe).  All passwords expire 
after 90 days.  After your password expires, repeat the New User process. 
 
Once a new password has been entered and validated, the following page will display: 
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You must then proceed to your email account, open the email sent and click on the embedded 
validation link.  The link will activate your new account and allow access.  The activation must 
occur prior to logging into the application for the first time.  Access will be denied unless the 
activation link has been used and the user id/password have been validated. 
 
An example of the email with embedded validation link: 

 
 
 
Once the activation link is clicked, the initial web page will open in the web browser.  You can 
now log in and access the application. 
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If a person has already logged in and completed the steps for a new user but has forgotten their 
password, click on the “Forgot Password” link on the home page.  The following page will 
display: 
 

 
 
Enter your email address in the “E-mail Address” field and click the Submit button.  An email 
reminder will be sent to the email address entered.  Please make sure the email address entered is 
the same email address used when creating yourself as a “New User”. 
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Once logged into the web application, the following upload page will open.  This is the page 
used to upload volunteer reports and send them to the coordinator. 
 

 
 
The field titled “File Name” is where the file being sent will be stored.  The full path name is 
necessary – not just the name of the file (i.e., C://My Documents/testfile.doc).  If the full path 
name is unknown, the Browse button next to the field can be used.   
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Click on the Browse button and a similar window will open. 
 

 
 
Select the file to send and click the Open button.  The full path name of the file will be populated 
in the field “File Name” on the CASA web application. 
 
A message must be entered into the “Description of Contents” field for a description of the file. 
 
The next step is to complete the “Please Tell Us About Yourself” section by filling in your name, 
email address and phone number (required fields).   



CASA VOLUNTEER / COORDINATOR WEB APPLICATION 

Created by:  D. Hamilton Page 7 of 9 7/23/2004 11:07 AM 

Following completion of the Please Tell Us About Yourself section, select the coordinator that 
should receive the file in the “Please choose the person you are sending this to” section.  The 
field “Name” in this section is a drop down box which allows choice from a pre-existing list.  
The name must pre-exist, it is not an open text field.  If you are having trouble locating the name 
needed to send the file, please notify your point of contact. 
 

 
 
A message to the Coordinator can also be included by typing it into the “Your Message” field. 
 
The last step is to click the Upload button – this will send an email notification to the 
Coordinator.  The file sent will be saved and encrypted on the server.  After 14 days, the file will 
be deleted.  The only way to access the file is via the email notification sent to the recipient.  A 
confirmation page also displays that the file has been sent. 
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Three files can be sent per day – if you try to send a fourth file you will receive the following 
message on a web page. 
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Retrieving Sent Documents 
 
A recipient of a sent file will receive an email indicating the file sent.  An example of such email 
is below. 
 

 
 
Click on the link in order to access the file and it will open the web browser or take you to the 
log in page if the browser is already open.  Log in to the application and the file will open within 
the web page.  You can either print the file from the web browser or go to File and select Save 
As to save the file to your PC (this is the recommended option since files will be automatically 
deleted from the server after 14 days).  You will also have more control over formatting when 
first saving the file using the Save As option and then printing the document from the saved 
copy.  You will not be able to open the saved document while the original document is still open 
on the web page.  Close the web application (or go to another web page) in order to open the 
saved document. 
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